
< . State of Georgia 
Record Series Profile 

Records Retention Schedule 

Application #: 980901-01 

Agency Code: 

Agency: 

Creating Office: 

Serieflitle Dates: 

Access: 

Class: 

Function Documented: 

Consists of- 

Arrangement: 

Media : 

Retention 
Requirements: 

Disposition Instructions: 

Sheet: 1 &I 

Schedule #: 74-001 1A 

Effective Date: 09/01/98 

Effective Date: 3120197 
Supersedes Schedule #: 74-001 1A 

0484 

Department of Transportation 

Administrative Division 

Bulk Petroleum Cost Accounting File, 1971 - [Ongoing] 

Open 

Individual 

Maintaining records of the distribution of petroleum from the 
Department's bulk petroleum stations. 

Bulk petroleum invoices and bulk petroleum issue summary 
report 

Numerically by bulk petroleum station number. 

Paper 

Federal Law: Three (3) years (FHPM Vol 1, Chapt. 6, Sect. 2) 

Cut off at the end of each fiscal year: 

District Offices, Office of Equipment Management, and 
Maintenance Activities Unit: 
Transfer to local holding area; 
Hold three (3) years after fiscal year in which created; 
Destroy. 

Note: These files may not be destroyed until all audit questions 
are resolved. 

Cost Accounting Unit 
Transfer to State Records Center; 
Hold three (3) years after fiscal year in which created; 
Destroy. 

This record series profile gives the records retention plan and disposition instructions approved 
bylhe State Records Committee for the named record series by the named creating offices. 

Ecfward Weld& 
Secretary of State Designee 



State of Georgia 
Record Series Profile 

Records Retention Schedule 

Application #: 970221-02 

Agency Code: 

Agency: 

Creating Ofice: 

Seriefl it le Dates: 

Access: 

Class: 

Function Documented: 

Consists of: 

Arrangement: 

Media: 

Retention 
Requirements: 

Disposition lnstructionst 

Sheet: 1 of 1 

Schedule #: 74-001 1A 

Effective Date: 03/20/97 

Effective Date: 10/09/85 
Supersedes Schedule #: 74-1 1 A 

0484 

Department of Transportation 

Administrative Division 

Bulk Petroleum Cost Accounting File, 1971 - [Ongoing] 

Open 

Individual 

Maintaining records of the distribution of petroleum from the 
Department's bulk petroleum stations. 

Bulk petroleum invoices and bulk petroleum issue summary report 

Numerically by bulk petroleum station number 

Paper 

Federal Law: Three (3) years (FHPM Vol 1, Chapt. 6, Sect. 2) 

Cut off each June 30 and December 31: 
District Ofiices, Office of Equipment Management, and 
Maintenance Activities Unit 

Transfer to local holding area; 
Hold three (3) years after fiscal year in which created; 
Destroy. 

Note: These files may not be destroyed until all audit questions 
are resolved. 

Cost Accounting Unit: 
Transfer to State Records Center; 
Hold three (3) years after fiscal year in which created; 
Destroy. 

This record series profile gives the records retention plan and disposition instructions 
approved by the State Records Committee for the named record series by the named creating 
Off i  

$as14 7 
Edward iLl4-4- Weldon I ' DatL 
Secretaw of State Designee 

A:\74-001-I.WPLM~ly 10. 1997 
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Schedule #74-11A 
Approved 10-9-85 

BULK PETROLEUM COST ACCOUNTING FILE 
, 

Approved disposition instructions for schedule 74-1 1A should - 3  amended as follows: 

The card copy will he filed by the office responsible for the CAMS data entry for the 
following offices and units. 

District Oflices, Office of Equipment Management, Maintenance Activities Unit 
and the Cost Accounting Unit. 

All of the above office except for the Cost Accounting Unit should follow the following 
disposition instruction: 

Cut off monthly accumulation each 6-30 and 12-31 then transfer to local area; hold 
3 years after fiscal year in which created, then destroy. Note: These files may not 
be destroyed until all audit questions are resolved. 

Cost Accounting Unit: Cut off monthly accumulation 6-30 and 12-31 then transfer 
to State Record Center; hold 3 years after fiscal year in which created, then 
destroy. 

NOTE: These files may not be. destroyed until all Audit questions are resolved. 

Office Head Date: 

Records Management Analyst: 4 Date: a-/a 9’ 



FOR AGENCV 

ppliution Dmte 

pptiotion Numbor 

I I . Division md Onice Function m a t  is thz function of the D N ~ o n  end tk Offia? in rrhich th is  record series i s  created7 
DIVISION OF ADMINISTRATION PROVIDES STAFF SUPPORT TO TEE DEPARTMENT IN TBE AREAS OF 

1. Ag.ficyAddnss FOR RECORDS NANAGEWENT UE 
Department of Transportation Awt i i t ion N u r b r  

NO. 2 Capitol Squate 74-114 
Atlanta, Georgia 30334-1002 h R -  om Qmprmd 

AU6 6 1s I ,OCT 9 1985 

GENERAL ACCOUNTING; AUDITS AND FiSCAL PROCEDURES; PERSONNEL AND TRAIHIDG; CO?IT?ACTS 
PIIOCUEPIENT A i 3  ADXINISTRATION; EQUIPPENT CONTROL; PURCHASING; COST ACCOUNTING; 
GSNERAL FILES; RECO!UlS MANAGEMENT; DEPARTENT BUDGET; SAFETY RISK OPERATICIIS AND 
TELECOKKNICATIONS; INVENTORYAND WAREROUSE CONTROL; LEGAL AFFAIRS ANE TOLLWAYS. 

GEhTRAL SUPPORT SERVICES IS RESPONSIBLE FOR CONTRACT PROCUREMENT AND ADIIINISTRATION; 
EQUIPXENT CONTROL; PURCHASING; COST ACCOUNTING; GENERAL FILES; RECORI) MAKAGF-MENT; 
DEPARTMENT BUDGET; SAFETY AND RISK OPERATION; TELECCHHUNICATIONS; HEATING AND AIR 
CONDITIONING; WAREROUSE; LEGAL AFFAIRS AND TOLLWAYS. 

COST ACCOOHlTING RXSPONSIBLE FOR VEHICLE COST AND INVENTORY CONTROL. 

. Record kries Desucription 

Documnurelating to 

This f i k  mntains the followimJ documents finclua form numbCrr.nd titkr. HUW'): 
+tu+ qmpkr of the fik. Maintaining records of the distribution of Petroleum from the 

Departnent's bulk petroleum stations. 

Bulk petroleum invoices and bulk petroleum issue Summary report. lnduded are: 

File i s  arranped: Numerically by bulk Petroleum Station number. 

1. Monthly Reference R.0 How often are records referred to rrhich M: 
1 One to six months old 8 : sven to MI= months OM 5 ; W i n  to twentyfour months OM 

twenty-five months and older O ?  
#. Annual Rate of Accumulation of R . o ~ t d ,  



ES ; 1. I 

a. S u t e  Law y l w s .  d. Auditperiod 1 W s .  
b. Statute of limiution ycur. a. Administrative need “yurr. 
L Federal law 3- 1. h d t r a l  rotention instructions yun. 

Federal Law requires related Cost Accounting records must be retained 3 years after 
Attach w ~ y  or exert of laws or regulations. Explain administrative need. 

fiscal or calendar year in which the file was created. 

P U U  Volume 1 Chapter 6 Section 2 

2. Approved Disposition Instructions This agency recommends that  the file series be M off 8t the end of each: 
0 Calendar Yew; 0 Fiscal Year; fi Other Cut off accum‘&t&ion 

each 6-30 and 12-31 then 
0 Hold in the current f i k  area monthls) warls); then 
0 Transfer to local holding area; hold 
0 Transfer to State Rewrds Center; hold 
0 Dcmoy. 
0 Transfer to State Archives for permanent retention. 
B otiw &ecifyj 

verls); then 
yeark); then 

Office of General Support Services file: Upon completion of editing, balancing and 
posting to ledger, transfer eachmonthly accumulation to local holding area; 
monthly accumulations each June 30 and December 31; then transfer to State EecordsCenter; 
hold 3 years after fiscal year in which created; then destroy. NOTE: These files 
m y  not be destroyed until all audit questions are resolved. 

District Offices Copy: 
area 1 year; then destroy. 

cut off 

Cut off file at end of each fiscal year; hold in current files 

Then instructions apply to all prior and future accumulations of the series. 



2 ? 3 7 7  1. - -  
STATE "7 Application for 

- GEORGIA RECORDS DISPOSITION STANDA 
OF 

Department of Transportation 
Division of Admbnistration I Annette Mitchell 
Office of General Suppoft Serviees 

1- ACTKNJ REQUESTED To m D  AppLICATIOly NO. 74-11 
ESTABLISH DISPOSITION STANDARD, DISPOSE OF PRESENT ACCUMULATIONS; 
RECORD WILL CONTINUE ~ TO ACCUMULATE. 0 NO FURTHER ACCUMULATION ANTICIPATED. 

8. Eartiest & Latest Dates of Series 9. Exact Series Title 

191 -- to Date Bulk Petroleum Cost Accaunting File - 
a What is the function of the office in which this mcord series i 5  created 

The D i v i s i o n  of Administration prcrrides staff support to  the Department in t h e  areas 
of general accounting, audits and fiscal procedures, personnel and training, contracts 
procurfnent and administration, equipment control, purchasing, inventory and warehouse 
control, general f i les ,  records management, Deparbent budget and air t ravel  selliice. 

. 

. .  . . .  .. 
~ 

,l. This file contains the following documents (include form numbers and tit& if an;. snd file m n h n t ) :  
Documents relating to : *  -Main.taip~ing rec6ra-s O f  t h o    distribution- -of' 
e t r ~ o l e u  f r o m ~ ~ t h e  Department's- bulk petroleum s t a t i o n s .  

Included are bulk petroleum invoices and bulk petroleum issue sumnary rep0i.t. 

File is arranged: ' :Bum~e-rically by .bulk pe t rb l eum~~s ta t i . on   number^. . -:: 

-~ ~- -~ ~~ 
- ~~~ - - - ~~ 

- ~ .~ 
~ ._ ~ ~ P ~ ~~ ~ 

. .  ~- ~.. 

. ... ~ 

ATTACH SAMPLES OF THE FILE 



13. Is this the Record Copy of lhe series’ I 
14. Is  there a duplication of ihis series in anolher office or agency? - ?. Ex1 1 1  

15. Is the informatioci contaiiird i t1  this serics ever suniinaiized or published? A:lach copy of u.nmuy or publication. WC] I 1 
. ,  

16. Does the series coiitain nlasrified infnrmatirrn rkquivnp. security hatidling? [ I  wq 

lmj 
LX I 

~i 1 [XI 

20 Does the record series~providg~dataas input~to an EW+i!e! .~ - ~ [XI [ 1 

. - .. ~~ _ .. _.~ ~- . ~ .  ~~i ~- .. ~~ ~L Y . ~ 

. .  .~ . - .:. 1 2 t  -11 

~ 2:: ~ [ -21 

. .  .~ . ~. .. 
~ . - - .~~ 

c L ~ ~ -  

L. _ .  

17. Goes the series initiate, amend or lerniinate agency policies and prcceduies: 
~.~~~ 

...- :?I: . ~ ,  . .. _ _  
. . .. . .  

U. Could th&f<mtion be peffo%ed if  ihe files Here lost or destroyed? .~ 

~~ . .  - ~~ 
.~ ~ 

19. Is the series (or major portioii of it) regu’arlv . i&idi lmei? If  yes;wtiyf 
. ~-~ ~ ~ ~. 

I 22. Has the Federal Government issued instructions governing retentionidisposition of these files? [ X I  1 I 

. .. ~~ ~. ~ ~ ~ ~ . .  . ~ ~ . .  
24. RE@JlREMENTS:-The following re& 

a. [ 3 STATE b. ] STArUlE OF c. [ ] AUDIT d. [ x] FEDERAL e. [ 3 ADMINISTRATIVE 1. [ ] HISTORICAL 
LIMITATION PERIOD LAW DECISION VALUE 

FEUA P€M 30-9-- project rehted cost accounting records must be retained 4 years 
after the fiscal or calendar year in which the f i l e  was created. 

(Cite Law, Statute, or other reason for the retention requirement) 

-[ ] CALENDAR YEAR [ ] FISCAL YEAR -[ ] Other then: 

[ 1 Ho!d in the current files area 

~~ ~ .- ~. ~ . -  i . .  ’ ~ [ J  destroy^ ~~~ ~ 

~ .~ . ~ :  
~~ , . 

~ ~ ..... ... 

[ 1 Destroy irnniediately after cut off. 

SEE A!PT&mD PAGE 

(Indicate briefly rationale for recommendations abovelor write additiirral reITWk.5): 



- 
~ Bu lk  Petroleum Cost Accounting F i l e  

25. Agency Recommendations: 

O f f i c e  o f  General Support Services F i l e :  Upon complet ion o f  e d i t i n g ,  
ba lanc ing and pos t i ng  t o  ledger, t r a n s f e r  each monthly accumulation 
t o  local  ho ld ing  area; c u t  o f f  monthly accumulations each June 30 and 
December 31; then t r a n s f e r  t o  S ta te  Records Center; ho ld  4 years a f t e r  
f i s c a l  year i n  which created; then destroy.  NOTE: These f i l e s  may n o t  
be destroyed u n t i l  a l l  a u d i t  quest ions are  resolved. 

D i s t r i c t  O f f i c e s  Copy: Cut o f f  f i l e  a t  end o f  each f i s c a l  year; ho ld  
i n  c u r r e n t  f i l e s  area I year; then destroy.  



B u l k  Petroleum Cost Accounting F i le  

25. Agency Recommendations: 

General Office: cut off f i l e  monthly upon balancing of edit  and posting 
t o  ledger; transfer to local holding area; accumulate 6 months; 
hold 6 months; transfer t o  Records Center (July and January); hold 
4 years af ter  f i s ca l  year i n  which created; then destroy. 

District  Offices: cut off f i l e  at  end of f i s ca l  year; hold in  current 
f i l e s  area 1 year; then destroy. 

E: The Department must request f i na l  clearance from the FHWA division 
engineer prior t o  the destruction of these records. 
will be contingent u p  the completion of audit and the clearance 
of a l l  questions raised. 

Such clearance 



~ 

IIdmvcnoni: .*= cY~nta (na E X O n %  k*MJ- 

I d  .II n .mr  d llk kr," 61 .La M;iJ , Avv?:.:SLz 
A-7 A W l < & n  ..d & w a d  l o  6rpiili;;lnf'd ArrNirr  ..d Hhtrb?, Altml'in: 

mecorn. Y ~ I ~ ~ ~ D I  oiiicrr _--~i ~ -~ - 9 1974 ~ 7'4- I \  ~ 

4. 
Annette Mitchell 

1. Qatar! 
_~~---i_ - 

3. A O ~ ~ ~ C K .  DMSO~. wd~~i * im L Mmini8tefiw omrr Aadrem 

Department of Transportation 
Division of Administration 

Atlanta 
Office of General Support Services . .  

c = z  ~. gl .. 
7- A G ~ D  TO AMEm APPLICATION NO, 137 

ESTABLISH DISWSIT13N STANDARD; 
RECORD WILL CONTINUE TO ACCUMULATE. 

.c,-;. .. .. 
L Earliest & Latest Dates of Series 9. Exact Series Title 

Bulk Petroleum Cost Accounting F i l e  . .  - _____-- 
~ . ' I  

1971 -- To Date 
K-W is the function of the office in which this record  series i s  ckbted 

The Division of Administration proqides s t a f f  support t o  the Department in the areas of 
general accounting. audi t s  and f i s c a l  procedures, personnel and t ra ining,  contracts 
procurereat and administration, equiprent control,pu+~chasing, inventory and varehouse 
control, general f i l e s ,  records GnageGent, Department budget and air t r ave l  service. 

~. ~. 

__ 

~ . : . :  .~ , ' . .  

~ .~ 

__ - 
l. This file contains the following documents (include fom? numben and tities. if 

Documents re la t ing  t o  the d is t r ibu t ion  of petrole& from 
petroleum stat ions.  . .  

Included are bulk petroleum invoices and bulk petroleum issue surn;;ary report. 
i _  

F i l e  is arranged chronologically by pronth and thereunder by bulk petroleum s t a t ion  
umber. 

ATTACH SAMPLES OF THE FILE 



;.- ens:. W E S T m N A I R E  R.n .I " x "  i m  UI m c r  rolvrnn I1 m v c r  I. "1m." r+r;r e x p w m  

l3 Is this the Record Copy 01 lhe series? 

14. k there a duptication ot this series in andher office or agency? 

1% Is th? infwmticxr rwtaiiirr) in lhir wries ever si~niiiiarizfxl or published? Atlach copy of sk.nmary 01 publication. 

BXl 

bJ 
. 

$XI 
_ 1  

I& Does h e  series contain c b s s i h i  infnmatiiffl rc-uuiiiny( k u r i t y  haiid:ing? [ I  

1 1  

[ I  
[ I  

c XI 
I XI 

c .XI 
c 1  

17- IbK the series initiate. amend a iernunate agency policies and pc.;edure;:' 

P could the 'turntion be performed i f  lk files *ere lust or destroyed? 

U k the W e s  (or m a p  po&m of it1 re@-wiv tr lc  ;biilmed? If yes, why? 

II Dm *re W series povide data as input to an EDP file? 

ZL ODeS the recwd series contain d~xrerrenflimi produced as EDP printout? 

t2 Has the Fcderal OIUemnt iswed instructions governing retention/disposition of these files? 

LL W!l *re be a necd fa ' t k  reccrrth Ill, 15 years from now? If yes, witat? 

~. 

a [ ]STATE b. I I S T A N l E  OF r. [ ]AUDIT d. [XI FEDERAL e. [ ]ADMINISTRATIVE 1. [ ] HlSTORlW u LIMITATION PERIOD LAW DECISION VALUE 
lclte Lau. Statute, or other reason for the retention requirement) 

FhWA PPH 30-9-- project related cost accounting records must be retained 4 years a f t e r  the 
f i s c a l  or calendar year in  which the f i l e  was  created. 

fl&ca+e hefty rationab for recommendations a h l o r  write additional remarksl: 

I 



Bulk Petroleum Cost Accounting F i l e  

25. Agency Recomendations: 

%General Office: cut off f i l e  upon balancing of e d i t  and posting t o  ledger; 
t ransfer  f i l e  t o  loca l  holding area; hold 6 months; t ransfer  t o  
Record Center; hold 4 years a f t e r  f i s c a l  year i n  which created; 
then destroy. 

D i s t r i c t  Offices: cut off f i l e  at  end of f i s c a l  year; hold i n  current 
f i l e s  area 1 year;  then destroy. 

a Note: The Department must request f i n a l  clearance from the F W A  divis ion 
engineer pr ior  t o  the destruction of these records. 
w i l l  be contingent upon the completion of audi t  and the clearance 
of a l l  questions raised. 

Such clearance 


